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Selection of Vendor(s) for Award Recommendation & Notification Award 
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Attach Notification of Recommendation Letter with Protest Instructions and Evaluation Summary 
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Save & Continue 
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Create PO to make recommendation public. 
 
 

 
 
Go to MAIN Create PO in ADPICS, do not post if waiting for AdBoard Approval 
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Click on PO number 
 
Enter ADPICS Doc number (PO/DPO/BPO) in Alternate ID field and a note in the Description to Invoice against Alternate 
ID number 
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Save and Continue 
 

Do not go past this point until protest period has past, any protests have been resolved, and all approvals 
including AdBd have been obtained. If you have to change the award recommendation as the result of a 
protest or disapproval, you won’t be able to change the vendor on the PO once you’ve submitted for 
approval. 
 
To change the vendor on a PO as the result of a protest, etc.: 
 
Open the PO. Go to the Vendor Tab 
 

 
 
Lookup & Change Vendor 
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Lookup vendor by Name. Find It. 
 

 
 
 
Scroll to bottom of search page and select vendor for re-award. Change Vendor. 
 

 
 
Make sure the quantity and pricing are accurate for the new vendor and proceed. 
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If no additional approvals are required (AdBd, etc.) 
 

 
 
Attach Contract and/or ADPICs PO doc 
 

 
 
Go to Summary 
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